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 Course Schedule
						

													We currently have no scheduled session for this Course. If you are interested in running
								this course, please contact our Training Department at info@glomacs.com 
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									INTRODUCTION

									An effective training administrator coordinates the administrative activities of the training function, maintaining and developing information systems to enable the department to operate proactively in employee development and training. This is a key role to help with the management of a complex function and involves several skill areas. This GLOMACS Professional Training Administrator training seminar provides the “How to do it” approach in a logical and practical way.

	Practical solutions for everyday use
	Techniques to prioritise training requests
	Opportunity to practice new techniques in a relaxed environment

								

														

																						
									

									
											Objectives
										

									At the end of this GLOMACS training seminar, delegates will be able to:

	Use a training schema to plan and execute training in an efficient way
	Use a priority system for all training requests
	Be able to set up training facilities in a professional way
	Be able to specify external training using a competency framework approach
	Mastering training records
	Equipped with the essential skills to confidently give expert support in the planning and preparation of training events

								

														
															
									

									
											Training Methodology
										

									This is a very practical GLOMACS Professional Training Administrator training seminar, use of case studies, group work and interactive sessions will make the learning experience very relaxed and productive.
								

														
															
									

									
											Organisational Impact
										

									The significant benefits that organisation will get by supporting this GLOMACS training course are:

	Professionally qualified staff
	A common approach using the latest methods
	Methodologies taught are well documented and will be easy to audit for efficiency
	The delegates will be able to prioritise training using a new process and also to cost training by category
	This training seminar will bring structure and a process to most existing training activities
	This training course represents a high ROI

								

														
														
															
									

									
											Personal Impact
										

									Delegates who attend this GLOMACS training seminar will:

	Gain essential overview of how training departments function
	Get the very latest in innovation and practices that will add value to the training function
	Gain confidence by getting of thorough understanding of how things work and why things need to be done in a certain way
	Improve your competence in this important field

								

														
															
									

									
											WHO SHOULD ATTEND?
										

										Training administrators
	Training Company Coordinators, Training Managers' Secretaries, Training Assistants and Course Secretaries who need to learn more about the position
	Individuals who are looking to build their confidence and contribution

								

														
						

																			

							
								
 Course Outline
							

							
								
											DAY
													1												

																				
											
												The Successful Training Administrator											
										

										
												Course Introduction and Objectives 
	Defining the Role, Skills, Qualities and Attributes which Lead to Success
	Maximising your Support through Using the Right Skillset
	Training Policy and Your Organisation's Strategy 
	Understanding Key Terms Use in Training
	The Use of a Process – The Training Schema
	Keeping up-to-date with Training Issues

										

										
											DAY
													2												

																				
											
												Establishing Training Needs											
										

										
												Identifying Training Needs – specifically competencies
	Training Needs Analysis for Competencies
	How Competencies are Measured
	TNA Exercise
	Other TNA at Corporate, Department, Team and Individual Level
	The Structure of Training Plans and How to Administer Them 
	Understanding the Training Cycle and Supporting System
	Awareness of Different Learning Styles and How to Provide for Them

										

										
											DAY
													3												

																				
											
												Training Records, Evaluation and Information											
										

										
												What is needed for Performance based Training?  - from TNA to evaluation
	Evaluating Competency based Training
	Maintaining Records, Systems and Libraries
	Coding Training to Make Your Job Easier
	Use of the Training Software System
	Maximising Your Time by Linking Training to The Training Schema
	Day to Day Records that Need to be Kept
	End of Day Review

										

										
											DAY
													4												

																				
											
												Organisation and Administration											
										

										
												Managing Training Resource Libraries 
	Manuals, Tutor Manuals and Visual Aids
	Understanding Copyright with respect to Training Materials
	What you can and can’t do with copying DVD's?
	How DVD’s are used in Training – demonstration
	Setting-up for Training Courses – how big should the room be?
	How to Calculate Screen Size and Sound Requirements – practical
	End of Day Review
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													5												

																				
											
												Managing Training Events and Dealing with Suppliers											
										

										
												Identifying Unusual Training Needs and Possible Solutions
	Negotiating the Best Deal for Your Needs - promoting training activities
	Organising Travel and Accommodation 
	Checklists for Training Rooms 
	Pre- and Post-course Administration / Document Design - joining instructions and course hand-outs
	Training Evaluation - internal and external
	How to Specify Training If You Use External Providers
	Formulating a Personal Action Plan
	End of Day Review

										

																	

												
																			
								
 Certificates
							

							
									On successful completion of this training course, GLOMACS Certificate with eligible
												Continuing
												Professional Education credits (CPE) from National Registry of CPE Sponsor and
												Re-Certification
												credits from HR Certification Institute (HRCI), will be awarded to the delegates
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																															The use of this seal confirms that this activity has met HR
														Certification Institute’s® (HRCI®) criteria for
														recertification
														credit pre-approval.

																					GLOMACS is registered with the National Association of State
														Boards
														of Accountancy (NASBA) as a sponsor of continuing professional education on the
														National
														Registry of CPE Sponsors. State boards of accountancy have final authority on the
														acceptance of individual courses for CPE credit. Complaints regarding registered
														sponsors may be submitted to the National Registry of CPE Sponsors through its
														website:
														www.NASBARegistry.org
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															Oxford Management Centre														

													A GLOMACS - Oxford Management Centre collaboration aimed at providing the best training services and benefits to our valued clients.
													Visit website
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			  Hi there 👋
My name is Olivia. Please tell me how I can assist you..
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Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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